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Spartanburg County 
School District No. 7 

 
Solicitation Number: 

Date Issued: 
Procurement Officer: 

 
22-23-16 
May 17th , 2023 
Donna Wiggs  
(864) 594-6167 
DBWiggs@spart7.org 

 Phone: 
E-Mail Address: REQUEST FOR 

PROPOSALS  

 

 

 

SUBMIT YOUR SEALED OFFER TO: 

MAILING ADDRESS: 
Spartanburg County School District No. 7   

Attn: Procurement Officer 
610 Dupre Drive 

Spartanburg, SC 29307 

SUBMIT OFFER BY: June 14th, 2023 @ 10:00 AM 

QUESTIONS MUST BE RECEIVED BY: May 30th, 2023 @ 10:00 AM 

(please direct questions in writing to Donna Wiggs at DBWiggs@spart7.org) 
 NUMBER OF COPIES TO BE SUBMITTED: One paper original with pricing and 5 paper copies without pricing 

 
 
 

AWARD & 
AMENDMENTS 

The award, this solicitation, any amendments, and any related notices will be posted at the following 
web address: http://spartanburg7.org/procurement 

 

You must submit a signed copy of this form with your offer. By submitting a bid or proposal, you agree to be bound by 
the terms of the Solicitation. You agree to hold your offer open for a minimum of ninety (90) calendar days after the 
opening date. 

NAME OF OFFEROR 
 
 

(full legal name of business submitting the offer) 

Any award issued will be issued to, and the contract will be formed with, 
the entity identified as the Offeror. The entity named as the offeror must be 
a single and distinct legal entity. Do not use the name of a branch office or 
a division of a larger entity if the branch or division is not a separate legal 
entity, i.e., a separate corporation, partnership, sole proprietorship, etc. 

AUTHORIZED SIGNATURE 
 

(Person must be authorized to submit binding offer to contract on behalf of Offeror.) 

TAXPAYER IDENTIFICATION NO. 
 

(See "Taxpayer Identification Number" provision) 

TITLE 
 

(business title of person signing above) 

 

PRINTED NAME 
 

(printed name of person signing above) 

DATE SIGNED STATE OF INCORPORATION 
 

(If you are a corporation, identify the state of incorporation.) 
 

CONFERENCE TYPE: None 
DATE & TIME: 

LOCATION: N/A 

 

DESCRIPTION: District Wide Printing Services for Districts 1, 2, 5, 6, & 7 

The Term "Offer" Means Your "Bid" or "Proposal". Your offer must be submitted in a sealed package. 
Solicitation Number & Opening Date must appear on package exterior. 

OFFEROR'S TYPE OF ENTITY: (Check one) 
  Sole Proprietorship   Partnership 
  Corporate entity (not tax-exempt)   Corporation (tax-exempt) 

  Other  
  Government entity (federal, state, or local) 

mailto:DBWiggs@spart7.org
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HOME OFFICE ADDRESS (Address for offeror's home office / 
principal place of business) 

NOTICE ADDRESS (Address to which all procurement and contract 
related notices should be sent.) 

 
 
 
 

 

Area Code - Number - Extension Facsimile 
 
 

 

E-mail Address 

PAYMENT ADDRESS (Address to which payments will be sent.) 
 
 
 
 
 
 Payment Address same as Home Office Address 
 Payment Address same as Notice Address  (check only one) 

ORDER ADDRESS (Address to which purchase orders will be sent) 
 
 
 
 
 
 Order Address same as Home Office Address 
 Order Address same as Notice Address  (check only one) 

ACKNOWLEDGMENT OF AMENDMENTS 
Offerors acknowledges receipt of amendments by indicating amendment number and its date of issue. 

Amendment 1 Amendment 2 Amendment 3 Amendment 4 Amendment 5 Amendment 6 Amendment 7 Amendment 8 

        

        

 
 MINORITY PARTICIPATION 
 Are you a South Carolina Certified Minority Vendor? Yes   No  

 
If yes, South Carolina Certification #   
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INSTRUCTIONS TO OFFERORS 
 

Spartanburg County School District No. 7 is seeking competitive sealed proposals for the purpose of 
establishing a contract for district wide printing services for Spartanburg County districts 1, 2, 5, 6, and 7. 

 
District Seven Schools, located in central Spartanburg County, is comprised of one preschool, seven 

elementary schools, two middle schools, one high school, and two schools used by all seven Spartanburg 
County districts. In addition to these thirteen facilities, there is a central administrative office building, a 

maintenance complex, and a variety of smaller support buildings for transportation, special education, adult 
education, information technology and storage. 

 
 

All bidders must submit one (1) original proposal along with pricing and five (5) paper copies without 
pricing to be used by the evaluation committee. 

 
All proposals must be submitted in a sealed package. 

 
Proposals will be accepted until June 14th , 2023 at 10:00AM. 

 

At that time, each proposal will be opened and the proposers name read aloud. No other information will be 
announced at that time. 

 
LATE BID PACKAGES WILL NOT BE ACCEPTED UNDER ANY CIRCUMSTANCES. 

 

Sealed bids may be mailed or hand-delivered to: 
 

Spartanburg County School District No. 7  
610 Dupre Drive 

Spartanburg, SC 29307 
 

RFP #22-23-16 
Attn: Procurement Officer 

 
Electronic bids will not be accepted 

 
 

All questions must be addressed to Donna Wiggs at DBWiggs@spart7.org. Submitters must not 
attempt to contact any other member of the District regarding this solicitation. 

mailto:DBWiggs@spart7.org
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GENERAL PROVISIONS 
A. This solicitation does not commit the District to award a contract, to pay any costs incurred in the preparation 
of the proposal/bid or to procure any good or service. 

 
B. The Procurement Code and Regulations of Spartanburg County School District No. 7 will govern and 
supersede any and all documents, proposals and policies, whether stated or implied. The Procurement Code can 
be found at http://www.spartanburg7.org under Departments/Procurement Services. 

 

C. The District assumes no responsibility for the delivery of any solicitation, addendum, solicitation response, 
or any other such correspondence by the US Postal Service, electronic transmission, facsimile, or any other 
method. 

 
D. Addenda 
This solicitation may be amended at any time prior to opening via an addendum. These addendums will be 
posted on the District website. All offerors shall acknowledge receipt of any addenda by 1) signing and returning 
the addendum with offer, 2) by letter or 3) by submitting a bid that indicates the bidder received the addenda 
(Page 2 of cover sheet). 

 
The District shall not be legally bound by any amendment or interpretation that is not in writing. 

 
E. Affirmative Action 
The Vendor shall comply with all federal and state requirements concerning fair employment and employment 
of the handicapped, and concerning the treatment of all employees, without regard to or discrimination by reason 
of race, color, religion, sex, national origin, immigrant status, English speaking status, and/or physical handicap. 

 
F. Approval of Publicity Release 
The Vendor shall not have the right to include the District’s name in its published list of customers, without 
prior approval of the District. The Vendor agrees not to publish or cite in any form any comments or quotes 
from District staff. The Vendor further agrees not to refer to award of this contract in commercial advertising 
in such a manner as to state or imply that the products or services provided are endorsed or preferred by the 
District. 

 
G. Authorization and Acceptance 
The proposal must be signed by an authorized individual who may bind the Offeror in accordance with the 
requirements contained in this RFP. It is understood that your proposal is firm for a period of sixty (60) days 
from the proposal due date. 

 

H. Clarifications 
The District reserves the right, at any time after opening and prior to award, to request from any Offeror, 
clarification, answers to technical questions, or to seek or provide other information regarding the Offeror’s 
proposal. Such a process may be used for such purposes as providing an opportunity for the Offeror to clarify 
his/her proposal in order to assure mutual understanding and/or aid in determinations of responsiveness or 
responsibility. 

 
I. Confidentiality 
Ownership of all data, material and documentation originated and prepared pursuant to the RFP shall belong 
exclusively to the District and be subject to public inspection in accordance with the Freedom of Information 
Act.  However, commercial and/or financial information which is confidential or privileged included in 



5  

proposals will not be disclosed if such information has been identified by the firm as confidential. All firms 
who wish to have selected information in their proposals remain confidential must visibly mark as 
“Confidential” each part of the proposal they consider to contain proprietary information. 

 
J. Certification Regarding Debarment and other Responsibility Matters 
By submitting an Offer, Offeror certifies, to the best of its knowledge and belief, that- Offeror and/or any of its 
Principals are not presently debarred, suspended, proposed for debarment, or declared ineligible for the award 
of contracts by any state or federal agency; have not, within a three-year period preceding this offer, been 
convicted of or had a civil judgment rendered against them for: commission of fraud or a criminal offense in 
connection with obtaining, attempting to obtain, or performing a public (Federal, state, or local) contract or 
subcontract; violation of Federal or state antitrust statutes relating to the submission of offers; or commission of 
embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax 
evasion, or receiving stolen property; and are not presently indicted for, or otherwise criminally or civilly 
charged by a governmental entity with, commission of any of the offenses enumerated in paragraph of this 
provision. The offeror also certifies that the Offeror has not, within a three-year period preceding this offer, had 
one or more contracts terminated for default by any public (Federal, state, or local) entity. 

 
K. District Closings 
If an emergency or unanticipated event interrupts normal District processes so that offers cannot be received at 
the Procurement Office designated for receipt of bids by the exact time specified in the solicitation, the time 
specified for receipt of offers will be deemed to be extended to the same time of day specified in the solicitation 
on the first work day on which the District processes resume. In lieu of an automatic extension, an Amendment 
may be issued to reschedule bid opening. If District offices are closed at the time a pre-bid or pre-proposal 
conference is scheduled, an Amendment will be issued to reschedule the conference. 

 
L. Vendor Responsibility 
The Vendor alone will be held solely responsible to the District for performance of all Vendor obligations under 
any contract resulting from their proposal. 

 
M. Correction of Errors on the Bid Form 
All prices and notations should be printed in ink or typewritten. Errors should be crossed out, corrections entered 
and initialed by the person signing the proposal. Erasures or use of typewriter correction fluid may be cause for 
rejection. No proposal shall be altered or amended after specified time for opening. 

 
N. Insurance 
The Vendor shall maintain, throughout the performance of its obligations under the Agreement, a policy or 
policies of Worker’s Compensation insurance with such limits as may be required by law, and a policy or 
policies of general liability insurance insuring against liability for injury to, and death of persons and damage 
to, and destruction of, property arising out of or based upon any act or omission of the Vendor or any of its 
approved subcontractors or their respective officers, directors, employees or agents. Such general liability 
insurance shall have limits sufficient to cover any loss or potential loss resulting from this contract. All vehicles 
that travel on school district grounds must have insurance as required by the State of South Carolina. 

 
O. License and Permits 
During the term of the contract, the Vendor shall be responsible for obtaining and maintaining in good standing, 
all licenses (including professional licenses, if any), permits, inspections and related fees for each of any such 
licenses, permits and/or inspections required by the District, county, city or other government entity or unit to 
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accomplish the work specified in this solicitation document and the resulting contract. A copy of your current 
business/professional license should be included with your proposal documents. 

 

P. Bid Constitutes Offer 
By submitting a bid, the Offeror agrees to be governed by the terms and conditions as set forth in this document. 
Any proposal containing variations from the terms and conditions set forth herein may, at the sole discretion of 
the District, render such proposal non-responsive. Any inconsistencies between the RFP and any other 
contractual instrument shall be governed by the terms and conditions of this RFP, except where subsequent 
amendments to any contract resulting from this RFP award are specifically agreed to in writing by the parties to 
supersede any such provisions of this RFP. 

 
Q. Preparation Expenses 
The District or any of its representatives shall not be held responsible for any expenses incurred in the 
preparation or subsequent presentation of the Vendor’s response to this solicitation. 

 
R. Rejection/Cancellation 
The District reserves the right, to accept or reject, in part or in entirety, any or all proposals, to negotiate with 
all qualified proposers and to cancel in part or in entirety this solicitation if it is in the best interest of the District. 
Further, the District reserves the right to waive any or all informalities or technicalities in order to serve the best 
interest of the District. 

 
S. Responsiveness/Improper Offers 
Any Offer which fails to conform to the material requirements of the Solicitation may be rejected as 
nonresponsive. Offers which impose conditions that modify material requirements of the Solicitation may be 
rejected. If a fixed price is required, an Offer will be rejected if the total possible cost to the District cannot be 
determined. Offerors will not be given an opportunity to correct any material nonconformity. Any deficiency 
resulting from a minor informality may be cured or waived at the sole discretion of the Procurement Officer. 
Any offer may be rejected if the Procurement Officer determines in writing that it is unreasonable as to price. 

 
The District may reject an Offer as nonresponsive if the prices bid are materially unbalanced between line items 
or sub-line items. A bid is materially unbalanced when it is based on prices significantly less than cost for some 
work and prices which are significantly overstated in relation to cost for other work, and if there is a reasonable 
doubt that the bid will result in the lowest overall cost to the District even though it may be the low evaluated 
bid, or if it is so unbalanced as to be tantamount to allowing an advance payment. 

 
T. Subcontracting 
The successful Offeror will not be allowed to sub-contract any portion of the work to another firm without 
obtaining prior permission from the District. If any part of the work covered by this solicitation is to be 
subcontracted, the contractor shall identify the subcontracting organization and the contractual arrangements 
made therewith. All subcontractors must be approved by the District prior to the start of any work. The 
successful Offeror will also furnish the corporate or company name and the names of the Offerors of any 
subcontractors engaged by the Offeror. 

 
U. Unlawful Acts 
The District interprets a signed proposal document as signifying that the accompanying proposal is not the result 
of, or affected by, any unlawful act of collusion with any other person or company engaged in the same line of 
business or commerce, or any other fraudulent act punishable under the State of South Carolina or United States 
law. 
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V. Withdrawal of Response 
A proposal cannot be withdrawn after it is filed, unless the respondent makes a written request to the Director 
of Procurement prior to the date and time set for receipt/opening of the solicitation responses. If the District 
fails to accept the response or award a contract within sixty (60) days after the proposal opening date, the 
respondent must inform the District, in writing, that they do not wish for their response to continue to be 
considered. 

 

GENERAL TERMS & CONDITIONS 
A. Contract Terms 
The term of the contract resulting from this solicitation will be for one (1) year, starting approximately July 1st, 2023, 
with the option to renew for four (4) additional one (1) year periods. The District Chief Finance Officer will 
have the option of renewing for two (2) additional years. A purchase order will be issued by the District and 
will represent a contract between the District and the vendor(s). 

 
B. District or School Regulations 
The Vendor and his representatives shall follow all applicable regulations while on District property, including 
the no smoking, no weapons, and drug-free policies. No work shall interfere with school activities or 
environments unless an authorized employee for that location gives permission. 

 
C. Background Checks 
The Vendor and all representatives of the Vendor must have an acceptable background check to enter school 
property. At a minimum, the Proposer shall obtain a complete South Carolina statewide criminal background 
investigation for all individuals and employees performing work or services for Proposer or any other entities such 
as subcontractors, sub-sub-contractors, and consultants who will perform work or a service on this project. In the 
event that the individual being investigated is from out of state, the criminal background investigation shall be 
broadened to include their home state, as well as the state of South Carolina as outlined above. The company 
providing such information must be recognized by local law enforcement agencies as qualified to do so. In addition, 
the Vendor shall check employees against the National Database of Registered Sex Offenders. Any individual that 
is registered as a sex offender will not be permitted on school property. All costs associated with these criminal 
background checks are the responsibility of the Vendor. The District reserves the right to request a copy of SLED 
checks on any representatives of the Vendor who will be on District property. 

 
D. Conduct and Actions of Vendor’s Employees 
The Vendor shall be responsible and liable for the conduct and actions of their employees and all individuals working 
under them. 
Any individual with the following criminal convictions or pending charges will not be permitted on any school 
project or property. 
1. Rape or Criminal Sexual Conduct 
2. Child Molestation or Abuse 
3. Any Sexually Oriented Crime 
4. Drugs: Felony use, possession or distribution. 
5. Violent crimes 
6. Robbery 
7. Felony 
Any individual with a prior conviction or pending charges contained in the aforementioned list shall not be permitted 
on the Project Site or the Owner’s property. 
The Owner may, at any time, request verification of criminal background investigation for any employee or 
subcontractor on school property. 



8  

E. Drug-free Workplace 
By signing and submitting a proposal, a proposer is certifying that it will comply with all requirements of the 
South Carolina Drug-Free Workplace Act, Section 44-107-10, ET Seq., S.C. Code Ann, (1976). 

 
F. Ethics Certification 
By submitting an offer, the offeror certifies that the offeror has and will comply with, and has not, and will not, 
induce a person to violate Title 8, Chapter 13 of the South Carolina Code of Laws, as amended (ethics act). 
The following statutes require special attention: Section 8-13-700, regarding use of official position for financial 
gain; Section 8-13-705, regarding gifts to influence action of public official; Section 8-13-720, regarding 
offering money for advice or assistance of public official; Sections 8-13-755 and 8-13-760, regarding restrictions 
on employment by former public official; Section 8-13-775, prohibiting public official with economic interests 
from acting on contracts; Section 8-13-790, regarding recovery of kickbacks; Section 8-13- 1150, regarding 
statements to be filed by consultants; and Section 8-13-1342, regarding restrictions on contributions by 
contractor to candidate who participated in awarding of contract. The District may rescind any contract and 
recover all amounts expended as a result of any action taken in violation of this provision. If contractor 
participates, directly or indirectly, in the evaluation or award of public contracts, including without limitation, 
change orders or task orders regarding a public contract, contractor shall, if required by law to file such a 
statement, provide the statement required by Section 8-13-1150 to the procurement officer at the same time the 
law requires the statement to be filed. 

 
G. Equal Opportunity 
The successful firm agrees not to refuse to hire, discharge, promote, demote, or to otherwise discriminate in 
matters of compensation against any person otherwise qualified solely because of race, creed, sex, national 
origin, immigrant status, English speaking status, ancestry or physical handicap. 

 
H. Illegal Immigration 
The South Carolina Illegal Immigration Reform Act (Act No. 280 of 2008) provides that a public employer may 
not enter into a “services contract” with a contractor (or subcontractor or sub-subcontractor) for the performance 
of services within South Carolina unless the contractor agrees to comply with the requirements of the law. The 
Contractor must agree to provide any documentation required to establish the applicability of those provisions 
of the Act and to establish compliance with those provisions of the Act by the contractor, its subcontractors, and 
sub-subcontractors. The Contractor must also agree to include language in any contracts with its subcontractors 
and sub-subcontractors requiring them to also comply with the applicable provisions of this Act. 

 
I. South Carolina Law 
Upon award of a contract under this RFB, the person, partnership, association, or corporation to whom the award 
is made must comply with the laws of South Carolina which require such person or entity to be authorized 
and/or licensed to do business in this state. Notwithstanding the fact that applicable statutes may exempt or 
exclude the successful Offeror from requirements that it be authorized and/or licensed to do business in this 
state, by submission of this signed proposal, the Offeror agrees to subject itself to the jurisdiction and the process 
of the courts of the contract and the performance thereof, including any questions as to the liability for taxes, 
license, or fees levied by the state. 

 
J. Excess Costs 
The Vendor shall not be liable for any excess costs if the failure to perform the contract arises out of causes 
beyond the control and without the fault or negligence of the Vendor. Such causes may include, but are not 
restricted to, acts of God or of the public enemy, acts of the Governments in either its sovereign or contractual 
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capacity, fires, floods, epidemics, quarantine restrictions, strikes, freight embargoes, and unusually severe 
weather; but in every case the failure to perform must be beyond the control of both the Vendor and any approved 
subcontractor(s), and without the fault or negligence of either of them, the Vendor shall not be liable for any 
excess cost for failure to perform, unless the supplies or services to be furnished by the subcontractor(s) were 
obtainable from other sources in sufficient time to permit the Vendor to meet the required delivery schedule. 

 
K. Governing Laws 
All documents submitted in response to this solicitation are governed under the laws of the State of South 
Carolina. 

 
L. Indemnification 
The Vendor(s) shall agree to hold the District harmless and to indemnify the District from every expense, 
liability, or any payment arising out of, or through injury (including death) to any person(s) or damage to any 
property to any location in which work is located arising out of or suffered through any act or omission of the 
Vendor(s). 

 
M. Purchasing Card 
The Offeror agrees to accept payment by Visa (Purchasing Card) for no additional charge. The purchasing card 
allows the District to make authorized purchases from a vendor without the requirement of issuing a purchase 
order and allows faster payment to the vendors. 

 
N. Responses 
All responses to this solicitation must comply completely with the requirements and schedule indicated in this 
solicitation to be considered for evaluation. All Offerors must be able to meet or exceed any and all 
requirements. 

 
O. Right to Protest 
(a) Solicitation - Any prospective bidder, offeror, contractor, or subcontractor who is aggrieved in connection 

with the solicitation of a contract shall protest within fifteen (15) days of the date of issuance of the 
applicable solicitation document at issue. 

(b) Intent to Award - Any actual bidder, offeror, contractor, or subcontractor who is aggrieved in connection 
with the intended award or award of a contract shall protest within ten (10) days of the date notification of 
award is posted in accordance with this code. A protest shall be in writing, submitted to the appropriate 
Chief Procurement Officer, and shall set forth the grounds of the protest and the relief requested with 
enough particularity to give notice of the issues to be decided. 

 
P. Save Harmless 
The successful Offeror shall indemnify and save harmless the District, all officers, agents and employees from 
all suits or claims of any character brought by reason of infringing on any patent trademark, or copyright. Offeror 
shall have no liability to the District if such patent, trademark or copyright infringement or claim is based upon 
the bidder use of material furnished to the Offeror by the District. 

 
P. Termination 
The District may, by written notice of default to the Vendor, terminate this contract in whole or in part if the 
Vendor fails to deliver supplies or to perform the services within the specified time in this contract or any 
extensions. Subject to the Provisions below, the contract may be terminated for any reason by the District 
provided a thirty (30) day advance notice in writing is given to the Vendor. 
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1. Termination for Convenience 
In the event that this contract is terminated or cancelled upon request and for the convenience of the District 
without the required thirty (30) days advance written notice, then the District may negotiate reasonable 
termination costs, if applicable. 

 
2. Termination for Cause 
Termination by the District for cause, default or negligence on the part of the Vendor shall be excluded from 
the foregoing provisions, termination costs, if any, shall not apply. The thirty (30) days advance notice 
requirement is waived and the default provision in this proposal shall apply. 

 
SCOPE OF SERVICES 

 
Spartanburg School Districts 1, 2, 5, 6, & 7 are soliciting sealed proposals through an open and competitive 
Request for Proposals (RFP) for Printing Services. The proposal is for a wide range of printing services, 
including layout, design, copying, printing, and mailing of various district pieces and the sourcing, preparation 
and printing of various promotional items. 
  
Spartanburg County School District 7 is located in central Spartanburg County.  District 7 is comprised of 
one preschool, seven elementary schools, two middle schools, one high school, and two schools used by all 
seven Spartanburg County districts. In addition to these thirteen facilities, there is a central administrative 
office building, an adult education department, special education department, technology center, maintenance 
complex, transportation department, information technology and a collaboration with Spartanburg 
Community College. 
 
Spartanburg County School District 1 Schools is located in the northwest section of Spartanburg County.  
Spartanburg 1comprises of ten schools; Inman Elementary School (PK-3); Inman Intermediate School (4-6); 
New Prospect Elementary School (PK-6); Holly Springs-Motlow Elementary School (PK-6); O. P. Earle 
Elementary School (PK-5); Campobello Gramling School (PK-8); Landrum Middle School (6-8) and Mabry 
Middle School (7-8). Chapman High School and Landrum High School (9 -12). Spartanburg One shares a 
career center, H. B. Swofford Career Center, with Spartanburg School District Two. 

  
Spartanburg County School District 2 is located in the northwestern part of Spartanburg County and includes 
the Town of Chesnee and the communities of Boiling Springs, Fingerville, and Mayo. A small portion of the 
District is located in Cherokee County. The District is made up of 2 high schools, 1 freshman academy,3 
middle schools, and 9 elementary schools. 

 
Spartanburg County School District 5 is located in western Spartanburg County, is comprised of six 
elementary schools, two intermediate schools, two middle schools, and two secondary schools. In addition to 
these 12facilities, there is a central administrative office building, a maintenance complex, and a variety of 
smaller support buildings for transportation, athletics, and storage. The District is undergoing construction at 
seven locations and in 2024 will consist of eight elementary schools, four middle schools and two secondary 
schools.  
 
Spartanburg County School District Six is located in central Spartanburg County. The school system consists 
of nine elementary schools, three middle schools, one ninth grade school and one high school.  

 
The Districts are seeking proposals from qualified contract providers to provide printing services. The 
contracted services will be available for all schools & departments in the Districts. The production and 
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delivery will include but not be limited to the following type items: single and multiple part forms, flyers, 
posters, banners, brochures, handbooks, manuals, promotional materials, cards, invitations, business cards, 
report cards, school calendars, hall passes, personnel forms, etc. 
 

Specifications/Requirements 
 

1. It should be understood that in no way are the Districts guaranteeing a minimum or maximum number of 
jobs or dollars. The districts will not be obligated to use the winning vendor for all printing needs. 
Therefore, the intention is to form a non-exclusive contract for these services, while this solicitation and 
these specifications and requirements should be able to help the districts maximize resources and provide 
cost savings.  

2. The contractor must provide delivery and pickup services for all locations throughout Spartanburg County. 
While all locations don’t require or need such service daily, contractor must pick up jobs within 24 hours 
of notification. Delivery must occur on or before the date specified by ordering individual. 

3. There will also be jobs ordered at the Department level or through the district office that will require 
specific quantities to be delivery to each of the schools directly by contractor/printer. 

4. The contractor must have the ability to function as a mail house if required. Most jobs, however, will be for 
delivery back to the schools, various departments or to the District Office. 

5. All transportation/shipping, printing stock, packaging, equipment, supplies/materials, parts and labor will 
be provided by the contractor. All jobs must be priced on attached “Pricing Schedule” as full turnkey jobs 
including but not limited to all set-up, proofing, typesetting, pickup and delivery charges. On award of 
contract all projects/jobs are to be full turnkey jobs. 

6. Awarded vendor will disclose any jobs that will be outsourced to other contractors. The District at its sole 
discretion may require additional information on any subcontractors. The District has the right to reject any 
subcontract. 

7. The contractor and its contact person must be able to offer alternative cost-effective proposals to our 
schools, departments and administrators utilizing these services. It is the expectation that a formal 
quote/estimate be emailed or faxed to the requesting district representative. Each estimate should include a 
required by delivery date specified by the district representative and a backed into cut-off date and time for 
the receipt of copy and/or other requirements, as well as the cut-off for acceptance and acknowledgement of 
any required proofs. 

8. All billing will be done individually by district procurement/purchase and by location to each of the 
appropriate district A/P (accounts payable) addresses. 

9. The contractor must be capable of handling large volumes, short turnarounds, start and end of school 
aggregate requirements, and having adequate base stocks and adequate staff to handle the districts’ 
combined needs in a timely manner. 

10. Contractor’s facility must be located within a 40-mile radius of District Seven’s District Office at 610 
Dupre Drive, Spartanburg, SC 29307. 

11. Underruns are not acceptable. Overruns with a maximum of ten (10) percent are acceptable with the prior 
written approval of the requesting district representative. 

12. Packing slips must be attached to the outside of all packaging and must contain the Purchase Order number, 
the school or department and the person’s name who ordered the job. 
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General Requirements 
 

• As this is a Request for Proposal, the Districts are looking for your expertise and guidance in how to handle 
and improve our printing and promotional products procurements while controlling or reducing the 
associated costs.  

• Eight (8) different jobs must be priced on the pricing schedule. Incomplete pricing schedules will render 
your proposal non-responsive. 

• As most of these are current or past projects with Districts 7’s current contract vendor, prices paid or quoted 
will not be divulged by the District in the interest of keeping the most competitive and fair solicitation 
possible. Questions or requests for that information will not be addressed or answered here or in any 
addendum issued. 

• Only one set of samples is required with the “Original” copy of your proposal.  
• Offerors/contractors must have been in the printing business for a minimum of five (5) years. 
• Offerors/contractors must have at least three (3) South Carolina public school references on Attachment A. 

 
 

PROPOSAL EVALUATION/AWARD CRITERIA 
Upon receipt of all proposals, the Procurement Officer shall review all proposals for responsiveness to the 
proposal instructions (See Proposal Contents section below). The District shall retain the right to consider any 
proposal as based solely on its judgment that the proposal does not satisfactorily meet the criteria of the proposal 
instructions or the District’s Procurement Code. Those proposals found to be responsive shall be further 
evaluated and scored by an evaluation committee. 

 
The following matrix will be applied when evaluating proposal responses: 
Proximity to district 30 points 
Quality of samples provided 30 points 
Cost Proposal 20 points 
Experience and Capabilities 10 points 
Ability to comply with RFP requirements 10 points 

 
Offerors shall be ranked from highest to lowest total point scores. Depending on the responses, the district 
may elect to make an award, or awards, solely based on the ranking, however, the district reserves the right to 
negotiate with the highest ranked firm, or firms, to ensure the awarded contract is in the District’s best 
interests. If necessary, negotiations shall commence with the Offeror receiving the highest total score and 
shall proceed down the rankings until the district has successfully negotiated the contract terms.  

 
PROPOSAL CONTENTS 

In order to ensure a uniform review and evaluation process and to obtain the maximum degree of comparability, 
it is required that proposals be submitted in the format outlined below. Any missing documentation will be 
considered non-responsive. 

 

1) Signed Cover Pages 1 & 2 
2) Executive Summary 

● Provide an executive summary of the firm, no more than 1 page. This letter should clearly and 
concisely summarize the content of the proposal, as well as give a contact name, phone number and 
email address to be used during the procurement process. 

3) Experience and Capabilities 
● Provide a description of the firm’s experience in supplying the listed products and services as 
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outlined in the scope of services. 
4) Quality of Product/Service 

● Provide at 3 to 6 samples of your print quality. Only 1 set of samples are required. 
5) References 

● Provide a minimum of 3 references, including name, phone number, email address and a description 
of jobs that have been performed for the reference given. 

6)  New Vendor Form 
7)  Separate Sealed Envelope – Price Proposal (Page 14) 

Provide a separate, sealed envelope with the price proposal. The quoted rates and fees shall be valid for the 
initial term of the Contract and will remain in effect throughout the renewal terms, unless the awarded 
company submits a request in writing sixty (60) days prior to the end of each term. The District will have 
sole discretion to approve or deny rate increase requests. 

 
Proprietary and confidential information submitted by an Offeror shall not be subject to public disclosure; 
however, the Offeror must invoke this protection by so stating in writing. The proprietary or trade secret material 
submitted must be identified by some distinct method such as highlighting or underlining. The classification of 
the entire proposal document, line-item prices and/or total proposal prices as proprietary or trade secret 
information is not acceptable and may result in rejection of the proposal as nonresponsive. 
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District Wide Printing & Mailing Service 
RFP #22-23-16 

 

Line 
Item Description  Qty  

 Total 
Unit 
Price  

Delivery 
fees          

(1 location) 

Sales 
Tax at 

7% 
 Total 

Extended Price  

1 
Behavior Contract (black & white, 
8.5"x11", 2-part form, padded in sets)   1,000   $   $   $   $  

2 Letterheads (2 color, 8.5"x11”, 20lb)   1,000   $   $   $   $  

3 Envelopes (2 color logo, #10 white)   1,000   $   $   $   $  

4 
Curriculum Guide (multi-color, 17"x11", 
folded in half, printed front and back)   1,000   $   $   $   $  

5 

4K & 5K Signage (multi-color & logos, 
outdoor suitable, 18"x24", corrugated 
plastic)   1,000   $   $   $   $  

6 
Field Trip Permission Form (black & 
white, 8.5"x11", single sided)   1,000   $   $   $   $  

7 

Substitute pass (peel & stick, 2 color, 
2.5"x3" on white uncoated stock, suitable 
for writing on, finished on rolls)      500   $   $   $   $  

8 

Family/Student Handbook (multi-color, 
17"x11", folded in half, printed front and 
back) 1000 $ $ $ $ 

9 
Distance to 610 Dupre Dr., Spartanburg, 
SC  29307      

 
 Company: __________________________ 
 
 Authorized Signature: ________________________ 
 
 Authorized Printed Name: ___________________________ 
 
 Email: ________________________________ 
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List References Required Under This Solicitation: 
 

 
School/Company Name #1   _____________________________ 

Representative Name  _____________________________ 

City & State   _____________________________ 

Phone    _____________________________ 

E-mail     _____________________________ 

Project    _____________________________ 

 
 
School/Company Name #2 _____________________________ 

Representative Name  _____________________________ 

City & State   _____________________________ 

Phone    _____________________________ 

E-mail     _____________________________ 

Project    _____________________________ 

 
 
School/Company Name #3 _____________________________ 

Representative Name  _____________________________ 

City & State   _____________________________ 

Phone    _____________________________ 

E-mail     _____________________________ 

Project    _____________________________ 
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NEW VENDOR FORM 
 
Vendor/Company/Entity Legal Name (Must match TIN below)  ______________________________________ 
 
Taxpayer Identification Number (TIN): __________________________ or _____________________________  
 Federal Employer I.D. Number Social Security Number 
 
Business Address ___________________________________________________________________________ 
 Street PO Box 
City _______________________ State _______________________ Zip Code  __________________________ 
 
Contact Person _________________________________ Title  _______________________________________ 
 
Telephone _______________________Fax ___________________ Email ______________________________ 
 
Federal Tax Classifications (Please select one) 
 
☐ Individual/Sole-Proprietor/Single Member LLC ☐ Corporation – C or S: ____ ☐ Partnership 
☐ Limited liability company (C, S, or P): _____ ☐ Non-Profit 
 
Indicate number of years firm has been in business under the present name:  _____________________________ 
 
Principal Activity (Please select one) ☐ Labor  ☐ Material ☐ Other:  _____________________________ 
 
List the principal type of service(s) or product(s) that are being provided: _______________________________ 
 
The company’s certified status is a: 
 
☐ Minority Owned Business (MBE) ☐ Woman Owned Business (WBE) 
 
Minority Status of Owner(s) 
 
☐ African American ☐ Asian  ☐ Aleut ☐ Caucasian Female  
☐ East Indian ☐ Eskimo   ☐ Native American ☐ Other: __________ 
 
Citizenship Status of Minority Owner(s): ☐ United States ☐ Other:  ______________________ 
 
Certified 8(a) by US Small Business Administration ☐ Yes ☐ No 
 
Certified by the SC Department of Transportation ☐ Yes ☐ No 
 
Are you licensed to do business in South Carolina, as well as locally, including all business licenses? 
 ☐ Yes ☐ No 
 
I certify that all information provided as part of this certification is true and accurate. 
 
Signature __________________________ Printed Name _________________________ Date ______________ 
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